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Unit Title:  Know how to use ICT safely 

OCR unit number: F11 

Life and Living Skill Area: ICT 

Level: Entry 2 

Credit value: 2 

Guided learning hours:  20 

Unit purpose and aim 

This unit aims to provide learners working within Entry 2 with the opportunity to have their 
achievements recognised in relation to knowing how to use ICT safely.  

Learning Outcomes Assessment Criteria 
Example of ways assessment 
criteria could be met 

The Learner will: 

1 Know how to keep access 
to information secure when 
using ICT 

The Learner can: 

1.1 State why it is important to 
keep certain information 
secure when using ICT 

Take part in a discussion, 
stating why it is important to 
keep information secure, for 
example; dangers of stalking 
on social networking sites, the 
dangers of fraud on online 
shopping sites, the possibility 
of others copying learner’s 
work . 

1.2 Outline different ways in 
which information on an 
ICT resource can be kept 
secure  

Discussion with tutor about 
different methods to keep 
information secure for 
example: change password 
regularly, create passwords to 
protect documents, use PIN 
numbers to ensure security of 
bank account, set up code to 
lock access to mobile phone, 
set security level for accessing 
websites (eg parental control). 

2 Know how to work safely 
when using ICT 

2.1 Identify basic ICT safe 
working practices 

The learner shows they know 
safe working practices, for 
example; the learner is able to 
select ICT do and don’ts from a 
range of options, can identify  
ICT health and safety rules, 
discuss safety issues with 
tutor. 
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Learning Outcomes Assessment Criteria 
Example of ways assessment 
criteria could be met 

2.2 Identify how to check 
working area is safe and 
appropriate to needs of 
user 

The learner shows that they 
can organise a safe working 
area, for example; ensuring 
computer keyboard and screen 
are at the correct height, and 
accessible if in a wheelchair, 
ensuring there are no trailing 
cables, ensuring there is 
sufficient ventilation and no 
glare. 

Assessment 

This unit may be assessed using any method, or combination of methods, which clearly 
demonstrate that the learning outcomes and assessment criteria have been met. 

The assessment methods will be appropriate to the learner’s environment. The learner may use 
specialist equipment to access ICT resources, such as touch screens, switches, symbol displays. 

Possible ways of demonstrating that the assessment criteria have been met are provided in the 
third column of the unit, these are examples only, learners may demonstrate their ability to meet 
the criteria in many other ways.  

Evidence requirements 

The learner must show that they can use ICT resources safely and securely within their learning 
centre and are aware and safe working procedures within their centre. 

The Record of Assessment and Evidence, for this unit must be completed in full and signed by 
the assessor to confirm the evidence is authentic and meets the requirements of the learning 
outcomes and assessment criteria.  The completed Record of Assessment and Evidence, 
together with any other appropriate form of evidence that has been generated for the unit, must 
be submitted for moderation. 




